i Register of willas

1 RECKIPTS AMD DISBURSEMENTS LEDGERS

Sises J2* » 18" x 2¢
Datess 1911-1913, 1931 ——
Cuantitys 13 wvolumes

File Arrangements Chronological
Audity State

This 48 the final book of account fou the financial
. wmam“uu.m.-

RECONNENDATION; RETAIN PERMANENTLY,

{continued)
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 BSTATE CASE RNCKIPTS LECGERS °

Eise: 310" w1l4* n 3‘ :
~ Patess 1899-1900, 1934 wem

#ile irrsngements <Chronvlogical
Indaxy Alphabetical Andex to estates in each wvoluns
Audits State

This is a record of fees willectad by the Register
of ¥ills for each entate, ¢iving the asount of the
fee atvd type of collection by dates under sach sstate
Fecelipt vopies are filed in the Estate Papers,
Tecsipts are slso ftemised 4n the Receipts end
bursemsnts Ledgers (Item 1), the final dook of
which 4is permanently retained,

"

. RECOMMENDATION: RETAIN FOR FIVE YBARS OR UNTIL ALL
AUDIT RECUIRBMENTS HAVE nmm./
WHICHEVER IS5 LATER, THEN DRITROY, /

Sises 12* x 34" x 1*

Dutess 1905-07, 192647 {scattered)
uantitys 12 volumes

File Arrangement; Chronslogieal
Annual Accusulastion: Discontinued

mmmmmmmma

Suced, The wore dally recoxds of collections,
giving the nawmes of the and the amounts and
the of This information is found

in Cash Reveipts and Disdbursements Ladgars, which
mmm(u—u. :

CO-TENANT LEDGER

Simes O" x 13" x 3v

Datesns 19351 we=

wusntity: 6 wolumes

File Arvangement: Chronologioal

Index: Alphabetical by name of sstate in sach volume
audits State

The o-Tenant iedger contains one page for each estats,




: C-248
3

4 {coat,) giving the names of the co-tenante, date of decease of

the testator, the real estate or leasehold value, and value
of securities, bank accounts, and miscellanecus, the tax
rate and amount of tax, and the date of payment,
RECOMMENDATIONs ~RETAIN PERMARENTLY,
ADMIRISTRATIVE ACCOURTING RECORDS

cuantitys 120 cu. ft. '

Datess 1900 —--

File Arrangement; eronoloqicd
Audit: State A

Administrative Accounting Records are composed ©f the
followings~-

Canceled Checks, Bank Statements, Bank Books, Deposit
8lipa and Check Stubs,

Paid invoices and bills for office supplies and services
necessary in the operation of the office,

Monthly and Annual Reports to the State Comptroller,
_Cash slips and machine tapes,

Copiea of payrolls and supporting documents sent to the
Employees' Retirement System,

Receiving Warrants from the State Treasurer,

Authorizations from the Comptroller to make refunds,
vnusual purchases, Or increases in salaries,

Copies of receipts issued by the Register, and receipt
books,

Receipts accepted by the Register of wills,

Tha following recommendation does not apply tO receipt
copies filed with the Estate Papers, Guardian Estate Papers
and Small Estate Papers, which are permanent records,

RECOMMERDATION: RETAIN FOR THREE YEARS CR UNTIL AUDITEL,
WHICREVER 1S LATER, THEN DESTROY,

INVENTORY WORK BOOKS

Size; 12" x 18" x 2%
Dates; 1929-5€

(continued)




{cont.)

Cuantitys 2 volumes, 2 pads -

File Axrangements Chronological
Annual Accumulations Discontinued

This record was used only as a reminder for following
up on the filing of inventories within the 90-day period
a8 reguired by law, The Work Books give the docket 3"
folio of recordation, the date of issuance of letters,
the names ©f the estates and names of executors and ad-
ministrators, names of the lawyers, with their addresses,
the date of filing the inventory, and the names of
sureties, The Work Books have no value to tne operation
of the office, as the information is found in the recorded
inventories,

RECOMMENDATION: DESTROY ACCUMULATION,
GENERAL CORREBSPOHDENCE

Luantity: 4 file drawers, ¢ cartons’

Sizes letter size

Dates: 1925 we-

File Arrangement; Alphabeticsl, and chronolegical
tharein

This file consista of correspondence with individuals,
attorneys, and various state and county agencies con-
cerned with the functions of the office. Correspondence
relating to the probate of estates is filed with the
Estate Papers, which are retained permanently,

RECOMMENDATION: RETAIN POR THREE YEARS THEN DESTROI.




